
This checklist shows 10 key strategies to empower you to better manage email and 
maximize your eProductivity. These strategies have been tried and tested by 
thousands of participants over the past decade - they will work powerfully for you too!
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Change the default setting so Gmail starts your day 
in the Calendar view rather than the In-box. 
Process (not just check) your inbox pro-actively and 
only at your scheduled times each day, with the aim 
of emptying the inbox (single-task’ rather than 
‘multi-task’ it). Latest research suggests doing this 
once per hour and then moving on to Best Practice 
which is at 4 planned times per day.

Turn off all e-mail alerts to eliminate e-mail as a 
source of interruption and avoid being reactive to 
e-mail. As discussed, start with the once-per-hour 
model and then adjust from this after 3 or 4 weeks 
of experience.

Consider using the Inbox Pause app for Gmail to

• control the times when you address your email

• allow email interruptions from selected people 

• send an auto-response to manage expectations

Use the 3 Steps to Empty Your Inbox ‘cheat sheet’ 
to get your inbox empty today and then use the 4D 
method (see below) to keep it empty in the future.

Use the proven and powerful 4D method to handle 
each message only once when processing your in-
box. Identify the next action required for each 
message – it will only ever be one of;

1. Delete/Ditch

2. Delegate

3. Deal with immediately (<2 mins)

4. Decide

✓ Where - store the message (in an email 
folder or add to an existing calendar item)

✓ When – decide when you will do the task 
that the email has delivered (convert the 
email to a new calendar item or appointment
with yourself to do the work)

✓ Wait - add a reminder to the email then 
move to a Waitlist or Pending Reply folder

IMPORTANT: When converting an email into the 
calendar, remember to uninvite any others who 
may have been included in the email.

Use a timer when processing email. The inbox is 
simply a decision-making environment – it’s not 
where you do your work (that should be done 
in a Calendar environment). Triage your email 
in a 20 minute sprint and use a timer such as 
http://emailga.me to force your brain to 
stay highly focused.

The group email can be the bane of your inbox. 
Here’s how to create a filter to divert these 
messages to a separate ‘Reading’ Label or Folder 
that you can visit as often as needed to keep up-to-
date with all this background information. Use 
the cc:me or bcc:me query in the Gmail search field 
and then use the drop-down dialog to create a filter 
to deal with messages that aren't set directly to 
you.

Re-organise and simplify your e-mail folder 
structure. Separate finished or completed emails 
from unfinished or incomplete ones by setting up a 
folder called Filing Cabinet. Research shows that it 
quicker and easier to use a single folder and the 
power of search rather than a complex hierarchy of 
folders.

Write effective subject lines with all three of the 
following elements to get attention, engage 
interest and motivate action.

▪ Desired outcome (as per list of 4 above)
▪ Preferred timeframe
▪ Succinct summary of the email contents 

Use the Inverted Pyramid Structure for outgoing e-
mails, ensuring that the main point of the email is 
located at the top of each message (see the F shape 
concept).

Apps to help you better manage email

1. Manage expectations with Timyo

Timyo lets you set a desired outcome and 
timeframe for your outgoing email helping 
receivers to better understand what’s expected 
from your message.

2. Write better email with Respondable 

Respondable uses artificial intelligence to help 
you write better, more actionable emails in real 
time. Based on data from millions of messages, 
Respondable makes every email you send more 
effective.

3. Use Delay Delivery for your email 

Boomerang for Gmail allows you to write an 
email now and schedule it to be sent 
automatically at the perfect time. Just write the 
message as you normally would, then click the 
Send Later button. Learn more with the 7 
Reasons to Use Delay Delivery White Paper
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